ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 
1.
JOB IDENTIFICATION:

1.1.
Position Title: 

Sr. Planning Officer

1.2.
Position Level:                      P3
1.3       Major Group:

Planning & Research Services Group

            1.4       Sub-Group: 


Planning Services
1.5       Job Code No.: 

16.710.03

1.6       Job Location (Complete as appropriate): 

Ministry:       X  
Department:   X   : Division: __  _X____: Section: ______X________; Unit: ______X________.

1.7
Title of First Supervisor (Official title of the Supervisor): Dy. Chief Planning Officer/Chief Planning Officer 

2. 
DUTIES AND RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: Coordinate the preparation and formulation of National Development Plans, and ensure smooth implementation of planned programs and projects.

	Duties and Responsibilities
	% of time

	· Coordinate and supervise the implementation of development activities at national, sectoral and dzongkhag levels;

· Coordinate and conduct mid-term meetings and carry out follow up actions on policy recommendations;

· Prepare monitoring and evaluation guidelines;

· Carry out review and evaluation of National/Sectoral/Dzongkhag plan programs;

· Lead the monitoring and evaluation teams during the field visits;

· Carry out research and evaluation studies;

· Initiate and carryout cross sectoral policy coordination;

· Manage and be focal points for projects and cross sectoral themes like MDG, Gender, Poverty etc;

· Undertake correspondence with sectors/dzongkhags related to plan programmes and projects;

· Monitor and supervise works of the junior officers; and

· Perform related work as required and any other as assigned.
	


3.
QUALIFICATION REQUIREMENT (Minimum requirement for performance of work described (Level of Knowledge, Skills and Abilities):

3.1    Education: Bachelors 

3.2    Training: Training in development studies (management, economics and public policy & administration). 

3.3   Length and type of practical experience required: Minimum of 4 years of relevant experience in the Development Planning ideally as the Planning Officer or equivalent experience.

3.4    Knowledge of language and other specialized requirement: Good command over spoken and written English and Dzongkha. Should have adequate knowledge on sectoral/government policies, rules and regulations, projects and programmes and be fully conversant with goals, objectives, outputs and benefits of projects/programmes. Must be able to suggest appropriate policy recommendations in realizing the goals and objectives. Should be able to supervise and guide subordinates.

4. COMPLEXITY OF WORK (Describe the intricacy of task steps, process or methods involved in work, difficulty and originality involved in work):
The work requires professionalism in the field of development planning. Should be able to conduct research and impact analysis and recommend findings to the senior officers for submission to higher authorities.

5.
SCOPE AND EFFECT OF THE WORK (Describe the purpose, breadth of work performance, and the effect the work has within and outside the employee’s organization):
The work entails complete involvement in planning, developing, monitoring and evaluation of plan programs and projects. The position demands close coordination with other sectors, Dzongkhags and line ministries during the different stages of plan formulation and also in the implementation as well as impact assessment/evaluation. The work has direct impact on the planning procedures of the other sectors and Dzongkhags. This position has to make and take certain decisions.

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

Instructions are available in form of sectoral/individual job descriptions and the goals and objectives of the organization.  The supervisors provide written instructions for the discharge of duties assigned. Review of work is done on a periodic basis.
6.2 Guidelines (Indicate with written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):
Officer works as per task spelt out in the Planning, Monitoring and Evaluation Manuals, Annual Work Plan. Also works in accordance with verbal and written instructions issued by the supervisor.

7. THE WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):

Within the organization, internal meetings are conducted frequently that serve as a forum for appraisal and feedback between the individual and the senior officers on the activities being under taken by them. Outside the assigned organization, an employee has to co-ordinate with various Sectors and Dzongkhags on plans and developmental activities.

The coordination activities, especially during the formulation and review of plan programs and projects necessitate frequent meetings, discussions with counterparts in other sectors and Dzongkhags.

8.
SUPERVISION OF OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):

S/he supervises the Assistant Planning Officer/Planning Officer to ensure that works are being carried out as per instructions. Supervision and guidance is also provided to general support staff in administration.

9. JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc. and his/her any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
The work involves mainly deskwork. However, from time to time, s/he may be required to travel to the field, particularly during the conduct of planning and plan review exercises.
